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Introduction

Abstract

This abstract provides a general description of the data being collected in both the WDE602
and WDE652.

Because the WDE602 and WDE652 collection data elements have been aligned the
guidebooks has been combined.

The WDE602, or fall staffing collection, collects statistics on all staff members within each
school district. The collection consists of six separate data files. The six files are 1)
Staff/Employment, 2) Assignment, 3) Experience, 4) Education 5) Schedule Header, and 6)
Salary Schedule. The WDE652, or spring staffing collection, collects the first four files and
uses the schedule header and salary schedule that were submitted in the fall.

The Staff/Employment file collects information on the staff members’ demographics and
current employment status within the school district. The elements within the Assighment
file collect information on the staff members’ current assignment. Experience records are
added for new employees and employees working in new experience groups. The Education
file collects post-secondary information on all non-classified personnel as well as Praxis Il
information. The Schedule Header provides information on the construction of each
district’s salary schedule. The Salary Schedule contains a salary distribution for those staff
members that are on that particular schedule.

WDE602 and WDE652: Purpose and Authority

The WDE602 collects employment details as of an October 1** snapshot; duties employees

are contracted or planned to work during the full school year. It is important to report all
contracted and planned employment, not just what is being done on October 1*!. October
1°* employment data is required for use in administering the funding model (Wyoming State
Law 21-2-203), staff endorsement and Highly Qualified status determinations (NCLB), and
mandated state and federal reporting.

Conversely, the WDE652 collects actual employment details as they have occurred
throughout the entire school year. In this manner, the WDE652 accounts for all changes in
employment throughout the year, including modifications to contracts and turnover. Year-
end employment data is required to ensure accurate FTE experience is calculated for each
individual. This data is then rolled forward as prior experience for use in conjunction with
the next fall’s October 1°* employment data in the Wyoming Funding Model.




Differences between the WDE602 and WDE652 Collections

Procedurally, the submission of the two collections differs in that the fall collection
(WDE602) requires the submission of a schedule header and salary schedule where in the
spring collection (WDE652) the salary schedule information is pulled from the fall WDE602
submission.

There are also differences in the reporting of hire and separation dates. In the fall
collection (WDE602) districts will report persons who were hired or separated between July
1 and October 1 of the current year. In the spring collection (WDE652) districts will report
persons who were hired or separated at any time during the school year (July 1 - June 30).
Functionally, a hire date must be provided if a district failed to provide an employment
record in the prior collection. Or if there was an employment record in the prior collection,
but there was a separation date as well, for example if a person left and rejoined the
district.



Instructions

Introduction

The instructions listed below are designed to provide an overview on the WDE602/WDE652
collections. These instructions are not intended to give the reader technical guidance on the
State Report Manager (SRM). The SRM User’s Guide can be found online at
http://www.k12.wy.us/wise/Documents/CurrentDocs/WYOMING_SRM_062807_v3.pdf.

What’s new for the 2009-10 WDE652?

New Education File

The Education File was introduced to districts in January of 2010 so districts could
familiarize themselves with the new elements. It was also the intent of the Wyoming
Department of Education (WDE) and the School Finance Data Advisory Committee to provide
districts with additional time to locate and report staff information.

The Education file information is to be completed for all teachers, instructional facilitators,
tutors, principals, intern principals and assistant principals. It collects information on when
and where they retained their degrees as well as their course of study and GPA’s for minors,
majors, masters and doctorates. In addition in collects Praxis Il test information.

These new elements will be discussed in further detail in the data element section.

New Assignment Code for Instructional Facilitator Classified

Last year the WDE created a new Certified Teacher Tutor Classified position (TUH) in
response to district requests for a method to correctly report and identify certified teacher
tutors whom are paid an hourly rate. After the WDE602 guidebook had been released it
came to the WDE’s attention that this same issue was occurring for a handful of districts
paying their instructional facilitators an hourly wage as well. For that reason an Instruction
Facilitator Classified assignment code was created (IFC).

The following codes for instructional facilitators, tutors and aides are available to facilitate
full and accurate reporting for these position types:

TUT - Certified Teacher Tutor Professionals

TUH - Certified Teacher Tutor Classified

INF - Instructional Facilitator Professional

INC - Instructional Facilitator Classified

AID - Aide (Instructional and Student Support) - Not Certified Teachers

We recommend that all districts review their assighments for persons performing these tasks
and ensure you are reporting correct staffing data.


http://www.k12.wy.us/wise/Documents/CurrentDocs/WYOMING_SRM_062807_v3.pdf

Revised Data Element Definitions for Annual Hours and Holiday Hours

Annual Hours - For classified positions, includes all work hours and any vacation or holiday
hours for which the employee is compensated.

Holiday Hours - For classified positions, the number of holiday hours for which the employee
is compensated.

Data Submission Process

Login

The first step in the data submission process is to login to the SRM. Each district has a SRM
contact person. In most cases, this is the district WISE coordinator. This person has the
district’s URL, username, and password. It will be necessary to work with this person in
submitting the data from this collection.

Overwriting Data

The potential exists for users to overwrite each other’s data. A simple example of this
includes Jill and Bob, whom are both staff members of the same school district. On Monday
morning, Jill downloads the Staff/Employment file. She decides to update personnel within
that file later in the week. On Tuesday, Bob logs into the SRM to edit the Staff/Employment
file. He makes all of his corrections and logs off the SRM on Tuesday afternoon. On Friday,
Jill completes her edits within that file and then wuploads her version of the
Staff/Employment file. Jill’s file will overwrite all of the edits that Bob made on Tuesday.

In order to avoid a similar scenario, all school district personnel must coordinate with each
other and with the WISE Coordinator. In addition, it is highly recommended that each school
district devise its own plan to meet the requirements of this collection. This plan should
include an editing schedule or systematic flow of tasks to help ensure that overwriting of
data is prevented.

Preload Files

When districts enter the SRM to complete the Fall WDE602 they will need to “Preload” their
data in order to pull updated files into the SRM so they may download them to their hard
drives. Prior to the 2009 WDE602 this task was manually performed by the WDE technical
department through several days of work. The process is now easily done by each district.
Districts will log onto the SRM and click the “New Trial” link. Users will see a choice
between “Preload” and “Upload”. By checking the “Preload” link districts will have access
to data in the state’s data warehouse. The data will include updated Employment,
Assignment, Experience and Education files with the prior years experience added in as well
as the removal of staff that districts reported with a separation date in the previous school
year. After files are preloaded they can be downloaded and saved as in years prior.
Districts will only need to use the “Preload” link the first time they log onto the SRM.




Salary Schedule Files (Uploaded in the WDE602 Only)

Once the data files have been updated, the next step is to upload the salary schedule into
the SRM. This can be done by clicking on the “Run a Trial” link next to the WDE602 Salary
Schedule heading on the main page of the SRM. Then, the user will click on the orange “New
Trial” button. In the next screen, the user will upload the associated salary schedule files.
Please note that all associated files must be uploaded or the user will get an error
message after clicking the “Import” button. While the data are being uploaded, the
program checks the data for errors. There are screen shots available in Appendix 3 to guide
the user through uploading the files into the SRM.

Once the salary schedule(s) is uploaded all errors must be corrected before uploading the
Assignment/Employment/Experience/Education files. Please reference the Errors in Data
section below for more information on how to correct the errors in the schedule. Once all
errors have been fixed, the salary schedule needs to be sent to the WDE. Please reference
the Send to WDE section below for more information.

If the district has both | and T salary schedules they will need to upload both.
Assignment, Employment, Experience and Education Files

After the salary schedule has been sent to the WDE (Done for the WDE602 collection only),
the Assignment, Employment, Experience and Education files can be uploaded into the SRM.
The process for uploading these files is similar to the Salary Schedule.

This can be done by clicking on the “Run a Trial” link next to the WDE602 or WDE652 Staff
Employment, Assignments, Experience and Education heading on the main page of the SRM.
Then, the user will click on the orange “New Trial” button. In the next screen, the user will
upload the associated Assignment/Employment/Experience/Education files. Please note
that all associated files must be uploaded or the user will get an error message after clicking
the “Import” button. While the data are being uploaded, the program checks the data for
errors. In the WDE602 submission the user will receive numerous errors referencing the
salary schedule if it was not sent to the WDE before the Assignment/Employment/
Experience/Education files were uploaded. There are screen shots available in the Appendix
to guide the user through uploading the files into the SRM.

Errors in Data

Once the data have been uploaded, the user must evaluate all errors and warnings reported
in the SRM. The SRM provides these errors in an attempt to provide cleaner data to WDE and
the districts. It should be noted that any errors must be corrected before the SRM will allow
the user to send data to the WDE.

There are two ways to make corrections to the data. The user can make corrections offline
and upload a corrected set of files. (Note: all editing must be done offline for the Salary
files.)



The other option is to edit records online. On the main menu, the user can click the
“Records” link. On the next screen, the user can click on one of the files listed on the left
hand side of the screen. A list of records within that file will then be shown on the screen.
The user can scroll through the list to find the record that needs editing. Once the editing is
complete, the user must click on the “Save” button. After all edits are made, clicking the
“Revalidate” button will start the program to check for errors. Please note that online
editing is only available for the Employment, Assighment, Experience and Education files.

Unless you are going to re-download your files after you’ve done on line corrections we
recommend that you make all corrections off line.

Appendix 3 provides screen shots on identifying and reconciling errors and warnings. It also
provides insight on editing the Staff files online.

Send to WDE

Once all errors have been corrected and all warnings have been examined, the user is ready
to send the data to the WDE. For both the Salary and Staff files, the “Send to WDE” button
will turn blue at that time. Remember the Salary files are sent only in the WDE602 and must
be sent prior to the Staff files. Once each district has sent in the data, its content will be
verified against other data collections. If any errors or questions persist in the data, the
Data Collection Steward will contact each district for clarification.

Download Finalized Data

The user has the option to download the submitted data files out of the SRM. One copy of
each submitted data file should be saved in a secure location for auditing purposes. These
files may also prove useful to reconcile any questions that may arise.

Updating fall WDE602 data to facilitate spring WDE652 submission

First, make sure to save original copies of your final (submitted) set of fall WDE602 files.
Then, make a second copy of these files to use in updating changes to employment details
throughout the school year.

Districts will find that continuous updating of fall WDE602 data will vastly simplify final
preparation and submission of spring WDE652 files. Remember to only update copies of the
WDE602 submission files, not the original files.




Collection Schedule

Introduction

The submission of the data can be done within a certain span of time. This timeframe is
referred to as the data collection window. During this timeframe, school district personnel
may submit their data any day for the collection in question. It is imperative that the data
be submitted by the last date, also known as the due date, of the collection window. For
this collection, the WDE652, the due date is June 30, 2010.

It is highly recommended that each district load data by the Wednesday before the
collection is due. For this collection, district should load data no later than June 23, 2010.
This will ensure that data can be validated and errors can be corrected before the data are
sent to WDE.

WDEG652 Collection Schedule
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Collection Window

May 17 - June 30, 2010
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Data Element Definitions, Uses and Authority

Introduction

In this section we will define elements and provide information as to why we collect the
data and our authority to do so. Data elements that are repeated in multiple files, such as
WISE Staff ID, will only be explained once. Elements are not listed in the exact order they
are seen in the files but grouped together into categories.



Staff/Employment Elements

Staff Demographics

WISE Staff ID - The WISE Staff ID is a seven digit identifier that the Wyoming Department of
Education assigns to all district staff. It was implemented in 2005 in order to safely transmit
staff information without compromising identity. WISE Staff IDs can be retrieved from the
Wyoming Department of Education Fusion portal http://fusion.edu.wyoming.gov by your
district’s WISER ID Administrator.

Staff Name Prefix - A title used to denote rank, placement, or status i.e. Mr., Ms., Reverend,
Sister, Dr., and Colonel. The prefix can be up to eight characters in length.

Staff First Name - Staff member’s first name. This element exists in all four files so that the
district and WDE have an easily recognized identifier when reviewing data. The Employment
File is the authoritative location for the data and is the only file where the spelling of names
needs to be corrected. Please use formal names rather than preferred, for example,
William rather than Bill.

Staff Middle Name - Staff member’s middle name

Staff Last Name - Staff member’s last name. This element exists in all four files so that the
district and WDE have an easily recognized identifier when reviewing data. The Employment
File is the authoritative location for the data and is the only file where the spelling of names
needs to be corrected.

Staff Name Suffix - Generation indicator or degrees earned e.g. Sr., Jr., Ph.D.

Staff Former Name - Most recent previous last name this staff member may have used e.g.
maiden name.

Staff Date Of Birth - Staff member’s date of birth, to be entered in the YYYYMMDD format.

Staff Gender - Staff member’s gender, to be entered M or F.

Race and Ethnicity Elements

In October of 2007, the US Department of Education (USED) released new guidance on
collecting and reporting racial and ethnic data. The guidance took effect on December 3,
2007, and full implementation was required no later than the 2010-2011 school year.

The Wyoming Department of Education (WDE) required districts to start collecting and
reporting under the new race and ethnicity guidelines for all data collections in the 2009-10
school year.

What does this mean for districts?


http://fusion.edu.wyoming.gov/

The new federal collection standards mandate that districts must provide ALL STUDENT AND
STAFF the opportunity to re-identify their race/ethnicity via the following guidance provided
by the USDE. Staff and parents should be informed that race/ethnic information is collected
for the purpose of monitoring, accountability and to ensure that schools are receiving the
proper educational programs and services they need.

Further Resources:

Federal Guidance: http://www.ed.gov/policy/rschstat/guid/raceethnicity/index.html
Managing an Identity Crisis from the National forum on Education Statistics:
http://nces.ed.gov/pubsearch/pubsinfo.asp?pubid=2008802

Valid values for all six fields are: Y or N (Y = Yes, N = No)

None of these fields can be left blank. If Hispanic Ethnicity = Y (Yes), at least one of the
race data fields must also be Y (Yes) and more than one race can be Y (Yes). All race fields
cannot be reported as N (No).

The identifiers are:

Asian Race - Is this staff member of Asian Race?

Black Race - Is this staff member of Black Race?

Indian Race - Is this staff member of American Indian/Alaskan Native Race?

Pacific Islander Race - Is this staff member of the native Hawaiian or Pacific Islander Race?

White Race - Is this staff member of White Race?

Hispanic Ethnicity - Is this staff member of the Hispanic or Latino Ethnicity?

Separation and Hire Dates

Separation and Hire dates are reported for persons who are either entering or leaving the
district in the current fiscal year (July 1 - June 30). For all other employees this field will be
blank. However, if a district fails to report the separation date for someone who left in the
prior year they can still enter a separation date and delete the employees Assignment,
Experience and Education files.

Separation Date - If the staff member is no longer employed by the district during the
current fiscal year, a valid date (YYYYMMDD) must be entered.

If staff resigned and did not earn income during the current fiscal year the district will enter
a base salary of 0 and delete the Assignment, Experience and Education files. If the
individual did earn income in the current fiscal year the base salary, contract days and time
or annual hours will need to be adjusted accordingly and all four records submitted.
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Hire Date - New staff member hire date. Only report a hire date for staff members hired
during the current fiscal year (July 1 - June 30). A valid date (YYYYMMDD) must be entered.

Collection of Separation and Hire Dates facilitates quality assurance of employment and
assignment data utilized in the calculation of FTE values for the Wyoming Funding Model.

Degree and Licensure Information

Degree - Highest degree earned by a staff member.
N - None
P - ParaHQ (Paraprofessional Highly Qualified without Associates Degree as
defined in No Child Left Behind - 1119(c))
A - Associates
B - Bachelors
M - Masters
D - Doctorate

Staff education level is utilized in federal reporting under No Child Left Behind (NCLB).
License Type - A valid three letter assighment code (found in Appendix 1).

Note: Districts are only required to report licensure information for positions in Appendix 1.
These fields will be left blank for a majority of employees. Also be aware that there are
numerous positions listed on Appendix 1 that require either a license or a PTSB
endorsement. If employees have endorsements in these assignments then please leave the
licensure fields blank.

License State - State the license was issued. Persons working in Wyoming are required to
have a Wyoming State License therefore this field will always be WY.

License Number - Wyoming state license number

License Issue Date - Date license was issued, must be a valid date (YYYYMMDD).

License Expiration Date - Date license expires, must be a valid date (YYYYMMDD).

License data is collected to monitor enforcement of W.S5.21-7-303 (in conjunction with
collection of assignment data and cross reference of PTSB data).

District ID and Primary Assignment Location

District ID - A seven digit identifier assigned to all districts by the Wyoming Department of
Education.

Base School ID - A seven digit identifier assigned by the Wyoming Department of Education.
The school a staff member is assigned to for the greatest amount of time; can also be a
district ID.

11



Base Salary and Salary Schedule Information

Base Salary - Base salary is an employee’s annual pay for core contract duties (as defined by
the district) and does not include extra salary.

Schedule ID - The ID for the salary schedule that an employee is on (either | or T). If an
employee is not on a salary schedule this field is left blank.

Column Header - If this staff member is on a salary schedule, the column number of their
schedule placement.

Row Number - If this staff member is on a salary schedule, the row number of their schedule
placement.

Salary data is collected for use in the Wyoming funding model, for federal reporting under
NCLB, and for state reporting under W.S. 21-3-110(a) (ii) (A).

Insurance Option

In the 2006 legislative session, Enrolled Act 23 was adopted and authorized the WDE to
collect district health insurance actual participation information to calculate the health
insurance amounts to be provided in the education resource block grant model. W.S. 21-13-
309(m)(v)(F) requires the amounts to be provided in the education resource block grant
model for health insurance to be based upon prior year statewide average district weighted
actual participation in district health insurance plans as to the proportion of employee only,
split contracts, employee plus spouse or children, and family coverage.

In 2009 the codes were redefined to the following:

INSURANCE_OPTION_CODE INSURANCE_OPTION
EO Employee Only
FY Family
NA None
SC Split Contract
ES Employee Plus Spouse
EC Employee Plus Child(ren)

Note: You must review your employees and place them in one of the categories listed above

based on the State plan participation requirements. For definitions use the following link.
http://personnel.state.wy.us/EGI/2009HealthPlanBook-Active.pdf

WDE Calculated Fields in the Employment File

FTE - The sum of all Assignment FTEs is a field that is provided by the Wyoming Department
of Education. The calculations used to determine FTE are described in Appendix 2.
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Total Salary - Total salary is the sum of an employee’s Base Salary (annual pay for core
contract duties) and Extra Salary (bonuses and pay for additional workload which may
include coaching, facilitating extracurricular activities, and overtime).

Assignment Elements

Assignment Code, Teacher Type, and Lowest and Highest Grade Served

Assignment Code - Assighment codes are three character codes provided by the Wyoming
Department of Education for all work assignments. Current and Active Assighment codes can
be found in the Reportable Combinations document on the WISE website,

http://www.k12.wy.us/wise/.

Persons can be reported with one or multiple assignments depending on how many roles they
have within the district.

Note: All assignment codes consist of three letters except for the Elementary Grades
teacher code (ELO) which ends in a zero.

Teacher Type - Teacher type is a two letter code indicating if a teacher is a Teacher of
Record (TR) or Teacher Not of Record (NT).

Assignments that are not teaching positions will leave this field blank. All assignments are
defined as TR, NT or blank on the Reportable Combinations hand out.

Instructional Position Types - Reporting Guidance:

e A “Teacher of Record” is a certified teacher who is generally responsible for planning
lessons, instruction, and assigning grades and credits. “Teacher of Record” positions
are reported using subject specific assignment codes and a teacher type value of TR.

e A “Teacher Not of Record” is a certified teacher who provides classroom instruction
as part of a team with a Teacher of Record, to a specific student in an inclusion
setting, or as a Special Education Specialist providing one-on-one instruction in a
Resource Room. A “Teacher Not of Record” may assist in planning lessons but do not
assign grades or credit. “Teacher Not of Record” positions are reported using subject
specific assighment codes and a teacher type value of NT.

e A “Tutor” is a certified teacher assigned to provide supplementary instruction working
with individuals or small groups of students. A “Tutor” is not involved in course
planning and does not assign nor influence assigning of grades or credits. Unlike
“Teacher of Record” and “Teacher Not of Record” required teacher certification for a
“Tutor” is not subject specific. “Tutor” positions are reported using one of the
specific Tutor assignment codes (TUT or TUH). The teacher type field is left blank.

e “Instructional Aide” reporting should be used for any instruction provided by an
individual not holding active teacher certification or that does not fit under the
descriptions for “Teacher of Record,” “Not Teacher of Record,” or “Tutor”.
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“Instructional Aide” positions are reported using the AID assighment code. The
teacher type field is left blank.

Lowest Grade Served - The lowest grade this staff member serves for this assignment, not
the lowest grade served at the organization. Valid codes are PK, KG, 01, 02, 03, 04, 05, 06,
07, 08, 09, 10, 11, and 12.

Highest Grade Served - The highest grade this staff member serves for this assignment, not
the highest grade served at the organization. Valid codes are PK, KG, 01, 02, 03, 04, 05, 06,
07, 08, 09, 10, 11, and 12.

Assignment Code, Teacher Type, and Lowest and Highest Grade Served are collected to
monitor enforcement of W.S.21-7-303, for NCLB Highly Qualified Teacher monitoring and
reporting, for use in the Wyoming Funding Model, and for state reporting under W.S. 21-3-
110(a)(ii)(A).

School ID

School ID - The school ID is a seven digit identifier assigned by the WDE of where the
assignment occurs, if the staff member is assigned to multiple schools then there must be a
separate assignment for each school.

Contract Days, Time, Annual Hours and Holiday Hours

Contract Days - Contract days are provided for Non-Classified Staff Only. The number of
days the staff member is contracted to work in the school year. Typical teacher contracts
have approximately 180 days. Administrative contracts often have more. Do not count
weekends and holidays. Contracts should not exceed 260 days.

Time - Time is provided for Non-Classified Staff Only. The percentage of time (percent of
each day worked) contracted for each non-classified assighment. It is a numeric value
between 1.00 and 100.00 with 100.00 being equivalent to a full time contract as defined by
the district.

Annual Hours - Annual hours are provided for Classified Staff Only. Annual hours are the
total number of hours a classified staff member spends for this assignment during the fiscal
year (July 1 - June 30). Annual hours can be a number between 1 and 2,080 and should
include both work hours and paid holiday hours

Holiday Hours - Holiday hours are provided for Classified Staff Only. Holiday hours are
number of paid holiday hours received during the fiscal year for this assignment.

Contract Days, Time, Annual Hours and Holiday Hours are collected to facilitate calculation
of a statewide, standardized FTE which is utilized in the Wyoming Funding Model, state
reporting under W.S. 21-3-110(a)(ii)(A), and federal reporting under NCLB. FTE calculation
methodology is provided in Appendix 2.
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Extra Salary

Extra Salary - Extra salary consists of bonuses and pay for additional workload which may
include coaching, facilitating extracurricular activities, overtime, or any other district
specified duty. If a person has an extra salary assignment such as coaching the Contract
days and time will be blank.

Salary data is collected for use in the Wyoming funding model, for federal reporting under
NCLB, and for state reporting under W.S. 21-3-110(a)(ii)(A).

WDE Calculated Fields in the Assignment File

Salary - The assignment salary field is calculated by the WDE. For employees working
multiple assignments, salary is divided proportionally by calculated Assignment FTE.

Employee Class - Employee class is provided and used by the WDE.

Assignment FTE - Assignment FTE is a field that is provided by the Wyoming Department of
Education. It is a numeric percentage of time that is spent on the individual assignment.
The calculations used to determine Assignment FTE are described in Appendix 2.

Experience Elements

Experience Group Code

Experience Group Code - Experience Group Code is where the assignment’s experience
accumulates. Experience group codes can be located on the Reportable Combinations
resource.

Experience grouping is required for use in the Wyoming Funding Model, W.S. 21-13-309.
Experience Categories

Experience is a numeric value between 0.00 and 59.99. Experience from the previous year
will be automatically updated by the WDE and sent to districts in the fall WDE602 preloaded
file. Districts will only need to create additional, new experience records for new
employees and persons who have changed position and are now working in a new experience
group code. Only the number of FTE years received prior to the start of the current school
year (2009-10) should be counted within these categories for the spring 2010 WDE652 data
collection. For example a new teacher just out of college will have 0 years experience for
all categories.

District Experience - The number of FTE years, prior to the start of the current school year,
experience in the district where they are currently employed.

Other WY District Experience - The number of FTE years, prior to the start of the current
school year, experience in any other Wyoming public school district.
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WY Institutional Experience - The number of FTE years, prior to the start of the current
school year, experience at a Wyoming private school, K-12 educational institution, or post-
secondary educational institution that is accredited by an agency recognized by the United
Stated Department of Education.

Out of State Public School Experience - The number of FTE years, prior to the start of the
current school year, experience in an a accredited K-12 public school outside of Wyoming.
the total FTE years experience need to be reported regardless of the district’s policy
governing the number of FTE years experience they will accept for placement on the
districts salary schedule.

Out of State Institutional Experience - The number of FTE years, prior to the start of the
current school year, experience at a private school, k-12 educational institution, or post-
secondary educational institution outside of Wyoming that is accredited by an agency
recognized by the United States Department of Education.

WY Non Public School Professional - The number of FTE years, prior to the start of the
current school year, experience at a Wyoming non-educational institution, such as a clinic or
hospital. Note: This experience should be reported only for licensed staff assignments (see
Appendix 1).

Out of State Non Public School Professional - The number of FTE years, prior to the start of
the current school year, experience outside of Wyoming at a non-educational institution,
such as a clinic or hospital. Note: This experience should be reported only for licensed
staff assignments (see Appendix 1).

Experience categories are required for use in the Wyoming Funding Model, W.S. 21-13-3009.

Education Elements

Wyoming has been working on a robust system of longitudinal data collection for many
years. Our WISE data system is recognized as a national leader as we work to comply with
the America COMPETES act. While our focus has been on gathering student data, we have
also collected a fair amount of data related to teachers. We collect data in two large
categories: 1) compliance with federal and state reporting requirements; and 2) data
related to the school finance model.

Section 14005(d) of Division A of the American Recovery and Reinvestment Act of 2009
(ARRA) requires a state receiving funds to provide assurances in four key areas, one of which
is “(a) achieving equity in teacher distribution.” Federal guidance in this area requires
states to “assure that it will take actions to improve teacher effectiveness”

Under ARRA, states are also required to improve the collection and use of data, and
Wyoming has provided an assurance that it will establish a statewide longitudinal data
system that includes the elements described in section 6401 (e)(2)(D) of the America
COMPETES Act. Standard elements in this category require the state to provide teacher data
that includes teacher impact on student achievement.
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Federal “Race to the Top” grant guidelines go further in outlining federal expectations
around teacher data, including “recruiting, rewarding, and retaining effective teachers and
principals.” Wyoming has reviewed data collections in other states recognized for
compliance in these areas. The information requested in the WDE652 education file reflects
the minimum information collected in many states.

With regard to state efforts, the Legislature has most recently appointed a Select
Committee on School Finance Recalibration. This committee is charged with evaluating all
model components. Because staff compensation constitutes well over 80-percent of model
generated resources, teacher experience is a critical part of the compensation resource.
W.S. 21-2-20(c)(ii) directs the state superintendent to “collect data from school districts
necessary for the Department to administer the school finance system.”

Additionally, language in section 334 of House Enrolled Act 46 (Government appropriations)
specifies that “The department of education, school districts and the school data advisory
committee....shall collect and provide the information requested by the committee.”

We would like districts to understand that we are not asking them to pay for any of the
information requested in this section such as Praxis Il test scores or transcripts.

Degree Institution

Degree Institution - The education file collects the degree institution for a bachelor degree,
as many as two master degrees and a Doctorate degree if applicable. Degree Institution
codes (OPEID codes) are up to eight characters and can be alphanumeric although most
codes are comprised of seven digits.

If a person obtained two bachelors from different institutions list the most relevant to their
position in the Degree Institution, Degree Year and Degree GPA fields.

Institution codes or OPEID codes can be retrieved from the WISE web site,
http://www.k12.wy.us/wise/

Note: If the institution in question is not on the list and the OPEID cannot be found through
an internet search, put N/A in the field.

Preparation Program Institution

Preparation Program Institution - The Preparation Program Institution is the location where
the staff member acquired their teaching certificate. Preparation Program Institution codes
(OPEID codes) are up to eight characters and can be alphanumeric although most codes are
comprised of seven digits.

Institution codes or OPEID codes can be retrieved from the WISE web site,
http://www.k12.wy.us/wise/

Note: If the institution in question is not on the list and the OPEID cannot be found through
an internet search, put N/A in the field.
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Degrees, GPAs, and Degree Year

Districts have been asked to report the degrees earned by their non-classified staff as well
as their GPAs (Grade Point Averages) and the year degrees were obtained.

Degrees - The Education File asks for up to two Bachelor minor and two Bachelor major
degrees, as many as two Master degrees, and one Doctorate. Instead of typing in the name
of the degree use the CIP code. CIP codes are available on the WISE web site,
http://www.k12.wy.us/wise/. If an individual has more than two bachelor majors please
list the degrees most relevant to their job. CIP codes are two digits followed by a period,
followed by four more digits, for example the code for Elementary Education is 13.1202.
This code would be used whether it was a bachelors, masters etc.

Grade Point Averages - Grade Point Averages are numbers between 0.00 and 4.00 and can be
located post-secondary transcripts.

Note: Persons who graduated in the mid sixties or earlier may not have GPA’s listed on their
transcripts. If this is the case please enter 0.00 so the data analyst can see that the field
was not skipped over.

Degree Year - The year the degree(s) were conferred.
Praxis Il Test Results

“Praxis Il subject assessments measure knowledge of specific subjects that K-12 educators
will teach, as well as general and subject-specific teaching skills and knowledge”
..http://www.ets.org

Currently the Wyoming Professional Teaching Standards Board (PTSB) requires Elementary
and Social Studies teachers to take the Praxis Il test in their content area in order to be
endorsed in the State of Wyoming.

The WDE is collecting the Praxis Il test information on up to four Praxis tests on all
individuals that have taken the test, not just those required to by PTSB. Elements being
collected are:

Praxis Il Test Content Area Code
Praxis Il Test Score

Praxis Il Test Results

Praxis Il Test City Administered
Praxis Il Test State Administered
Praxis Il Test Country Administered
Praxis Il Test Year Administered

NouUuhwh=

Should you have a non-classified staff member who has taken more than four tests report
the test results that are in content areas most relevant to their current assighment.
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Praxis Il Content Area - Although the State of Wyoming requires a Praxis Il exam for only
Social Studies and Elementary Education other states have different guidelines so if you have
a teacher who moved here from another state it is possible that they took the Praxis Il test
in another subject area. The Praxis Il content areas (or test subjects) are listed in a
separate tab in the WDE602/WDE652 file specs. They are assigned a numeric value between
11 and 951.

Praxis Il Test Score - Praxis Il test score results, a number between 100 and 200.

Praxis Il Test Results - Was the test passed (P) or failed (F).

Praxis Il Test City Administered - City where the test was taken.

Praxis Il Test State Administered - State where the test was taken, if the testing was outside
the U.S. this field may be blank. This field could also be used for provinces etc.

Praxis Il Test Country Administered - Country where the test was taken.

Praxis Il Year Administered - Year Praxis Il test was taken YYYYMMDD.
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WDE602 /WDE652 Frequently Asked Questions

Introduction

Throughout the years, the WDE has collected a list of questions that are asked about this
collection. The questions have been organized and a list of answers has been provided. If a
subject in question is not on this list, the data steward should be contacted for clarification.
For this collection, there are two Frequently Asked Questions (FAQ) tables: one for content
questions and the other for submission questions. Both FAQ tables will be updated
periodically as more questions arise.
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Content Questions and Answers

Question

Answer

10

Who do | contact regarding content
questions?

What is considered full time (1 FTE)
for a classified employee?

What does “separation date” mean?

What should | do about a staff
member that separated during the
school year?

What does “hire date” mean?

What is the definition of the “Base
Salary”?

What is the difference between the
schedule and the base salary?

How do we list an hourly staff
member’s base salary?

Why doesn’t a staff member’s FTE
equal 1 when | enter 100% time?

What if a staff member works in
more than one school?

Susan Williams 777-6252.

They must work a minimum of the student days (usually 175) and
eight hours per day. Calculation: 175 (days) * 8 (hours) = 1400
work hours. (Work Hours = Annual Hours - Holiday Hours)

The separation date is the date the staff member was no longer
employed by your district. The date must be on or after the hire
date. Separation dates after October 1 will be reported on the
WDE 652 in the Spring. Anyone who separated PRIOR to July 1 of
the current fiscal year and failed to be reported as separating on
prior staffing collections or earned $0 in the current fiscal year
should have their separation date added to the Employment file,
their base salary changed to 0.00, and their Assignment,
Experience and Education files deleted.

You will need to add a separation date, adjust their base salary,
and adjust their contract days or annual hours to reflect what they
actually worked during the current fiscal year. This will in turn
correct their FTE.

The hire date is the date the staff member was employed by your
district. This date only needs to be reported for persons hired in
the current fiscal year. In the WDE602 report persons hired on or
before October 1. In the WDE652 report persons hired in the
current fiscal year (July 1 - June 30).

Base Salary is the employee’s annual pay for core contract duties
(as defined by the district) and does not include extra salary. If a
staff member is on a salary schedule and he/she has 1 FTE, the
base salary should match the schedule salary. If an employee only
has assighments for extra salary, for instance coaching, time and
contract days are 0 (assignment file) and base salary is 0O
(employment file).

The base salary is the annual pay for core contract duties; the
schedule salary is the salary that corresponds with where they are
placed on the district salary schedule. If the staff member’s time
is 100 and the contract days are the same as the scheduled days,
then the base and schedule salaries should be the same.

Because base salary is an annual amount, you will need to
calculate the base salary by multiplying the hourly rate of pay by
the number of work hours. (Work Hours = Annual Hours - Holiday
Hours)

If they are on a salary schedule, check the contract days you
entered in the assignment file compared to the contract days you
entered in the salary schedule header file. If they don’t match,
the FTE will not calculate to 1. |If they are not on a salary
schedule then compare the contract days to your district’s student
days. If the contract days are less than the student days the FTE
will also not calculate to 1.

Identify (by school ID) at which school each assignment is
performed in the assignment file and adjust their Time
accordingly.
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11

12

13

14

15

16

17

18

19

20

21

22

23

What if | have a staff member that
changes positions in the middle of
the year? (Relevant on WDE652).

What if | have several staff members
who are on salary schedules,
however not the teacher’s salary
schedule that was submitted in the
fall WDE602?

What is the difference between the
assighment FTE and employment
FTE?

How do | know which assignment
codes and teacher types correspond
with which experience group codes?
Do | need to list experience for
previous assignments that a staff
member is not currently performing?

What if | have a staff member over
the age of 72 or younger than 16?
What if a staff member works in all
the schools with the same
assignment, can | assign that staff
member to the district, i.e., a
school nurse?

Can | assign my school nurse a set
percentage of time to Special
Education School Nurse (XSN)?

How do | report my math teacher
who teaches one extra class per day
and has an extra salary associated
with that class?

How do | report my new staff
members without a WISE Staff ID?

What if a staff member has more
than one assignhment?

What does it mean that my data is
based on an October 1°* snapshot?
(Relevant in the Fall WDE602).

If my school serves grades 9-12, do |
need to enter my teachers as
teaching 9-12?

You will need to adjust their annual hours/contract days and
maybe percent of time for their “old” assignment and add their
“new” assignment with annual hours/contract days and maybe
percent of time for the remainder of the year. You will also need
to adjust their base salary and add a new experience record if
needed.

If they are not on the salary schedule(s) you submitted in October,
do not list a column or row for them in your Employment file. If
there is a column or row listed, you must have a schedule ID listed
as well. Either all three fields, Schedule ID, Column and Row,
must have values or none of those fields should have values.

The assignment FTE is the calculated FTE for a particular
assignment. The employment FTE is the sum of the assignment
FTEs for a particular staff member if they have more than one
assignment. If the staff member only has the one assignment, the
two will be the same.

Please refer to the Reportable Combinations handout that shows
the correlation between assignment codes, teacher types and
experience group codes.

No. The experience will be calculated by the WDE and included in
the WDE602 preloaded information. It should not be changed for
any staff member unless they are a new hire (between 7/1 and
10/1 on the WDE602 and 10/2 and 6/30 on the WDE652). Or if
they have changed their assignment during the year that would
change their experience group code. Then you should add the new
code with zero years of experience. Employees may work in more
than one experience group codes throughout the year.

You can still enter them, although you will get a warning and will
need to verify he/she is indeed under the age of 16 or over 72.

The staff member needs to be assigned to each school they work at
with their percent of time divided accordingly. No school
personnel should be assigned to the district - that means school
secretaries, teachers, etc. District personnel should be assigned to
the district - such as business managers, superintendents,
curriculum coordinators, etc.

No. To report a licensed professional assignment using a Special
Education specific assignment code, the position must be specified
in a student’s IEP.

Report with an assignment code of MAT 100% time and the second
assignment code would also be MAT with no time or contract days,
only extra salary.

You will need to log onto the Wyoming Department of Education
Fusion Portal at http://fusion.edu.wyoming.gov and enter the
State Registration System under the Admin tab to get a WISE Staff
ID for each new staff member before submitting your files. All staff
members must be reported with WISE Staff IDs.

Report all of a staff member’s assignments in the assignment file.

It’s what is expected to be worked in your district for the entire
school year on October 1*!. E.g.; who is employed and what duties
they will be performing both semesters.

No, your low grade/high grade combination should be based on the
assignment, not the school grade configuration.
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24

25

26

27

28

29

30

31

32

33

What if my district doesn’t have the
five insurance options of employee
only, split contracts, employee plus
spouse, employee plus children, and
family coverage? What code do | use
for each of my staff members?

Can | select that an employee
participates in the district health
insurance plan if the district pays
the employee the equivalent of the
“employee only” premium for a
health reimbursement account, but
the employee doesn’t actually
participate in the district health
insurance plan?

How do | enter a staff member’s
time/contract days if they work all
year but only half time?

How do | enter a staff member’s
time/contract days if they worked
full time but for only half the year?

Where would | enter experience for
a new school nurse that had
experience in a clinic outside of
Wyoming?

| have several teachers that have
taught at a college or university.
How do | figure an FTE for them
when they work 2 hours per day, 3
days per week?

Do | need to figure experience in all
categories for my newly hired
classified staff?

If my staff that require a license all
have permits issued by PTSB, do |
need to put their license information
in?

If the post secondary institution | am
looking for is not on the OPE ID code
list what do | do?

What does the term “Option” mean
on transcripts?

Read each of the data elements definitions and use the most
appropriate code that best suits the staff member’s insurance
option.

No, you cannot select that the employee participates in the
district health insurance plan. The benefit being paid to the
employee is solely at the discretion of the district and is above and
beyond for non-participants and thus would not qualify. W.S. 21-
13-313(m)(F) states, “...health insurance shall be based upon (I)
Prior year statewide average district weighted actual participation
in district health insurance plans...”

Example 1: Where an employee is on a salary schedule with
schedule days of 186, you would enter assignment contract days as
186 and time as 50% (meaning 50% of each day is worked). For this
example, FTE calculated by the WDE will be 0.5.

Example 2: Where an employee is not on a salary schedule and
works at a school/district with 176 student days, you would enter
assignment contract days as 176 (or more if applicable) and time
as 50% (meaning 50% of each day is worked). For this example,
FTE calculated by the WDE will be 0.5.

Example 1: Where an employee is on a salary schedule with
schedule days of 186, you would enter assighment contract days
for the assignment (for this example 93 is half of 186) and time as
100% (meaning 100% of each day is worked). For this example, FTE
calculated by the WDE will be 0.5.

Example 2: Where an employee is not on a salary schedule and
works at a school/district with 176 student days, you would enter
assignment contract days for the assignment (for this example 88 is
half of 176) and time as 100% (meaning 100% of each day is
worked). For this example, FTE calculated by the WDE will be 0.5.
You would enter that experience in
OutofStateNonPublicSchoolProfessional provided they meet the
criteria described in the ‘Definitions’ in the data elements file.

You will need to look at each post secondary institution’s
definition of a full-time teacher to determine the FTE for
experience gained from that college or university. (i.e., UW’s
definition of full time is 24 credit hours over the academic
calendar while LCCC’s definition is 30 credit hours over the
academic calendar)

No, for classified staff we only need “district” and “other WY
District” experience.

No, but keep in mind if you don’t enter that data and they don’t
have a permit issued from PTSB, they will show up on your
Potential Misassignhment Report.

Perform an internet search for the OPE ID (example search terms:
University of Minnesota Twin Cities OPE ID code). If you are unable
to locate the code put N/A in the field.

A post secondary institution may offer concentrated study within a
major. Options typically require less hours of study than a Minor
and do NOT need to be reported on the WDE602/WDE652.
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34

35

36

37

Do | need to report Praxis Il
information for all teachers?

Can you provide an example of
where certain experience should be
reported?

How do | edit the spelling of a Staff
Member’s Name?

How do | report a teacher who has
two bachelors from two different
institutions

No, not all teachers in Wyoming have taken the Praxis Il test.
Currently in Wyoming it is only required for Elementary and Social
Studies endorsements. However, if you have a teacher that has
taken the Praxis Il test and is a Science teacher you will need to
report their Praxis Il information.

St. Stephen School is a BIA school and has USDE
certification

o WYinstitutional Experience

Cathedral School (or any other religious based school that
does NOT have USDE certification)

o Since it is not accredited by an agency recognized by
the USDE this experience cannot be reported.

Head Start and Early Intervention (especially those
personnel who have other sate licensure, but also the
experience for those who do not have other state licensure
by PTSB)

o This wouldn’t be reported since it is not a K-12 or post
secondary institution

State Hospital

o Only for staff such as an OPT or a nurse and it would be
reported in the WYNonPublicSchoolProfessional
Department of Defense Schools

o OutofStatelnstitutionalExperience assuming they are
teaching K-12 or post-secondary courses and institution is
accredited by an agency recognized by the USDE

Any Collegiate Instruction Experience

o OutofStatelnstitutionalExperience only if the post-
secondary institution is accredited by an agency
recognized by the USDE

Adult Basic Education Teachers

o This wouldn’t be reported

All three files ask for full name. However, edits must be made in
the Employment file only.

Report the Bachelor Institution, Degree Year and GPA of the
degree that is most relevant to their current position.
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Submission Questions and Answers

# Question Answer
1 Who do | contact regarding submission Leslie Zimmerschied at 307-777-8751
questions?
2 Who do | contact regarding username and Your district’s WISE Coordinator
passwords for the State Report Manager?
3 Who do | contact regarding the WISE project as  Cassie Lallak at 307-777-5463
a whole?
4 Who do | contact if | need help looking up or Susan Williams at 307-777-6252
retrieving a WISERStaffID (WISE Staff
identification number)?
5 Where can | find more information on the http://www.k12.wy.us/wise/
elements within this collection?
6 How many data files should be submitted for It depends. Everyone will submit at least six files. If your
the WDE602 collection? district has a “T” Salary schedule, you will be required to
submit eight files. All eight files are listed below.
1. Staff/Employment
2. Assignment
3. Experience
4. Education
5. Salary Header “I”
6. Salary Schedule “I”
7. Salary Header “T”
8. Salary Schedule “T”
7 How many data files should be submitted for Everyone will submit four files. The WDE will use the
the WDE652 collection? salary schedule information submitted in the fall
WDE602. The four files are listed below.
1. Staff/Employment
2. Assignment
3. Experience
4. Education
8 Which of the data files can be downloaded There may be eight files that can be downloaded from
from the State Report Manager? the State Report Manager. All will contain last year’s
data. They are:
1. Staff/Employment
2. Assignment
3. Experience
4. Education
5. Salary Header “I”
6. Salary Schedule “I”
7. Salary Header “T” (if applicable to your district)
8. Salary Schedule “T” (if applicable to your
district)
8 How will | know when | can send the data to You can send your data to WDE after you have corrected
WDE? all of your errors and looked over all of your warnings.
The “Send to WDE” button will turn blue for the Salary
and Staff files after all errors have been corrected.
9 | need to make a correction in one of my Staff  Yes. Anytime you need to upload a corrected Staff file,
files. Do | need to upload all four files? you will need to upload all four files even if you didn’t
make a correction in the other three.
10 | made a correction to my Staff files online. First, make sure you save your correction. Then, click on

What do | do now?

the “Revalidate” button. This will start the program that
checks for errors in your data files. If you do not have
any errors and you have looked over all of your warnings,
you can go ahead and click “Send to WDE.” If you make
changes in the SRM you will want to download a
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11

12

Why isn’t there a revalidate button for the
Salary files?

How can | edit my Salary files online?

corrected version of the files to your hard drive.

If you need to make a correction to your Salary header or
schedule, you must do that offline. Online corrections
are only available for the Staff files. Once you upload
your new Salary files, the program will automatically
check your Salary files for errors. Thus, you will not need
a “Revalidate” button for the Salary files.

If you need to make a correction to your Salary header or
schedule, you must do that offline. Online corrections
are only available for the Staff files. Once you upload
your new Salary files, the program will automatically
check your Salary files for errors. Thus, you will not need
a “Revalidate” button for the Salary files.
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Appendix 1: Licensure Information

Assignment Codes that Require a License from the State of Wyoming

Assign Code Assignment Description

LPT
OTA

OTR
PTA
XOT

XPT

XTA

XTR

Physical Therapist

Certified Occupational Therapy

Assistant (COTA)

Occupational Therapist

Physical Therapy Assistant

Special Education -
Therapist
Special Education -
Therapist
Special Education -
Assistant
Special Education -

Occupational

Physical

Physical Therapy

Certified

Occupational Therapy Assistant

(COTA)

License Type Code License Type Description

LPT
OTA

OTR
PTA
XOT

XPT

XTA

XTR

Physical Therapist

Certified Occupational Therapy

Assistant (COTA)

Occupational Therapist

Physical Therapy Assistant

Special Education -
Therapist
Special Education -
Therapist
Special Education -
Assistant
Special Education -

Occupational
Physical
Physical Therapy

Certified

Occupational Therapy Assistant

(COTA)

Assignment Codes that Require a Wyoming State License or PTSB Endorsement

Assign Code Assignment Description

AUD
cou
SNR
SPA
SPS

SSW
XAU
XCO
XPY

XSN
XSP

XSS

Audiology
Counseling
School Nurse

Speech Pathologist

School Psychologist

School Social Worker

Special Education -
Special Education -

Special Education
Psychologist
Special Education

Special Education
Pathologist
Special Education
Worker

Audiology

Counseling

- School

- School Nurse

- Speech

- School Social

License Type Code License Type Description

AUD
cou
SNR
SPA
SPS
SSW
XAU
XCOo
XPY

XSN
XSP

XSS

Audiology
Counseling
School Nurse

Speech Pathologist

School Psychologist

School Social Worker

Special Education -
Special Education -

Special Education
Psychologist
Special Education

Special Education
Pathologist
Special Education
Worker

Audiology

Counseling

- School

- School Nurse

- Speech

- School Social
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Appendix 2: FTE Calculation for Assignment Salary

Calculation Components
e FTE or Full-Time Equivalent: A measure of quantified, standardized employee workload. A
calculated FTE of 1.0 means that an employee is a full-time worker, while an FTE of 0.5
indicates that the worker is half-time.
o To ensure statewide standardization and funding model alighment, calculation of FTE
utilized at the state level is administered by the WDE. Calculation is undertaken using
the following calculation components submitted by districts.

e School and District level metrics:

o STUDENT_DAYS: As relates to school level staffing assignments this is the number of
planned student days scheduled for a school in the current school year. In the case of
district level assignments, the highest school level student day value in the district is
used.

o SCHEDULE_DAYS: Each salary schedule used and reported by a district is
accompanied by a schedule days figure representing the number of days a non-
classified employee must be contracted to be considered full time (assuming full days
are worked).

e Non-Classified (Professional) Assignment related metrics:

o CONTRACT_DAYS: The number of days contracted for each non-classified assignment.

o TIME: The percentage of time (percent of each day worked) contracted for each non-
classified assignment.

¢ C(lassified Assignment related metrics:

o ANNUAL_HOURS: The number of annual hours scheduled for a classified assignment.

o HOLIDAY_HOURS: The number of holiday hours scheduled for a classified assighment.

o WORK_HOURS = ANNUAL_HOURS - HOLIDAY_HOURS

Experience Accrual

e District employees may be credited with working up to a total of 1.00 FTE in the current
school year. This FTE is then rolled forward as prior experience for the employee in the
following school year.

e Afull 1.00 FTE is designed to be earned by a prototypical school or district employee working
full days over the length of the school year as defined by the number of schedule days or
student days (depending on assignment and employee type).

e As such, any employee working an extended school year or full calendar year also earns
exactly 1.00 FTE. For these employees, initially calculated individual assignment FTE values
summing to over 1.00 FTE are adjusted proportionately to sum to exactly 1.00. In the very
rare cases where an employee works both non-classified and classified assighments, FTE
values calculated for non-classified assignments take precedence over classified assignment
FTE values when proportional adjustment is required.
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FTE Calculations and Examples

1) Non-Classified (Professional) Assignment FTE calculation
a) When the staff member is on a district salary schedule:
i) Assignment FTE = ( TIME * CONTRACT_DAYS ) / SCHEDULE_DAYS
(1) Example: (100% *184) / 184 = 1.00 (work full time each day for a full school year)
(2) Example: (50% * 184) / 184 = 0.50 (work half time each day for a full school year)
(3) Example: (100% * 92) / 184 = 0.50 (work full time each day for half the school year)
(4) Example: (100% * 260) / 184 = capped at 1.00 (work full time each day for a number of

days exceeding number of days considered a full school year)

b) When the staff member is not on a salary schedule:

i) Assignment FTE = ( TIME * CONTRACT_DAYS) / STUDENT_DAYS
(1) Example: (100% *176) / 176 = 1.00 (work full time each day for a full school year)
(2) Example: (25% * 176) / 176 = 0.25 (work quarter time each day for a full school year)
(3) Example: (50% * 88) / 176 = 0.25 (work half time each day for half the school year)

2) Classified Assignment FTE calculation

i) Assignment FTE = WORK_HOURS / ( STUDENT_DAYS * 8hrs/day )

(1) Example: 1408 / (176 * 8) = 1.00 (work the exact amount of hours considered a full

school year)
(2) Example: 1056 / (176 * 8) = 0.75 (work three quarters the amount of hours considered
a full school year)
(3) Example: 1960 / (176 * 8) = capped at 1.00 (work over the amount of hours considered
a full school year)
(4) Example: Proportional reduction required
(a) Two assignments held by employee
(i) Assignment 1: WORK_HOURS = 1200, STUDENT_DAYS = 176
(ii) Assignment 2: WORK_HOURS = 500, STUDENT_DAYS = 176
(b) Initial FTE values for two assignments
(i) Initial Assn 1 FTE = 1200 / (176 * 8) = 0.8523...
(ii) Initial Assn 2 FTE = 500 / (176 * 8) = 0.3551...
(c) Sum of initial Assn 1 and Assn 2 FTE values = 0.8523... + 0.3551... = 1.2074...
(d) Proportionally adjusted (final) FTE values
(i) Assn 1: Initial Assn 1 FTE / Sum of Initial FTEs = 0.8523... / 1.2074... = 0.7059...
(i1) Assn 2: Initial Assn 2 FTE / Sum of Initial FTEs = 0.3551... / 1.2074... = 0.2941...
(e) Sum of (final) proportionally adjusted FTEs = 0.7059... + 0.2941... = 1.00
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Appendix 3: State Report Manager Screen
Shots for the WDE602/WDE652 Collections

Converting an Excel Spreadsheet into a .CSV file

Step 1. Update data in the Staff and Salary files.
'lzil_‘w]cm:uf: Excel = Experiencerxls - [F]X]

Eile Edit View Insert Format Tools Data Window Help -8 X

A B C [ D [ E [ F [ B
HDistrictlD WISEStafflD ExperienceGroupCode DistrictExperience OtherWY DistrictExperience WY InstitutionalExperience OutofStz
0000000 0000000 DIR 2.00 1.00 0.00
0000000 (0000001 APR 5.00 0.00 0.00
0000000 ‘0000002 APR 8.00 0.00 0.00
0000000 0000003 APR 9.00 0.00 0.00
0000000 0000004 ASU 1.00 0.00 0.00
0000000 ‘0000005 BMG 4.00 1.00 0.00
0000000 ‘0000006 DIR 5.00 2.00 0.00
0000000 (0000007 Zz7 3.00 0.00 0.00
0000000 (0000008 DIR 4.00 1.00 0.00
0000000 ‘0000009 TCH 8.00 2.00 0.00
0000000 0000010 FDR 9.00 3.00 0.00
0000000 0000011 HTC 1.00 4.00 0.00
0000000 ‘0000012 HTC 20.00 5.00 0.00
0000000 ‘0000013 HTC 0.50 0.00 0.00
0000000 0000014 IPR 3.00 1.00 0.00
0000000 (0000015 IPR 0.25 2.00 0.00
0000000 ‘0000016 IPR 1.00 3.00 0.00
0000000 0000017 OPs 5.00 10.00 0.00
0000000 (0000018 PDR 7.00 1.00 0.00
0000000 ‘0000019 PRI 9.00 5.00 0.00
0000000 0000020 PRI 1.00 1.00 0.00
0000000 (0000021 PRI 0.70 0.00 0.00
0000000 ‘0000022 SED 1.00 0.00 0.00
0000000 ‘0000023 SUP 5.00 0.00 0.00
0000000 (0000024 TRS 6.00 0.00 0.00
0000000 (0000025 AID 7.00 0.00 0.00
0000000 ‘0000026 AID 8.00 0.00 0.00
0000000 (0000027 AID 9.00 1.00 0.00
0000000 (0000028 BDR 10.00 12.00 0.00
0000000 ‘0000029 AID 2.00 0.00 0.00 -
0000000 0000030 BMC 3.00 1.00 0.00
0000000 (0000031 CLK 4.00 10.00 0.00
0000000 ‘0000032 CLK 5.00 0.00 0.00
0000000 :0000033 CLK 6.00 0.00 0.00
W 4+ mi\Sheetl ( Sheet? / Sheet3 / |

30



Step 2. On the menu, click “File” and then “Save As”.
Em]:m:uf‘: Excel S ExXpenencesxis) _J_Jﬂl

Eile | Edit View Insert Format Tools Data Window Help Type aquestion forhelp » -8 x
L DMew. Crl+N || 4@ 100% v@éEAria\ ~12 v|B I U|=S==|$ % » |ii-D-A- B
7| Open... Cri+0 Lo
|
Close
I | save coivs L E I £ I s I B
[ 1] cave AS ‘ OtherWYDistrictExperience  WYinstitutionalExperience  OutofStatePublic SchoolExperience  OutofStatelng
2 = 0
[ 3 |94 Save as Web Page. .. 0 000 000 3.00
L4 Save Workspace. ., g 8 gg 8 gg g 88
5
o 2 File Search... 0 000 200 100
[ 7 | Permission b0 1.00 0.00 0.00
|81 Web Page Preview 0 2.00 0.00 0.00
Lo 0 0.00 0.00 0.00
o]  PadeSetup.. 0 1.00 0.00 0.00
(1] Print Area (] 200 0.00 0.00
H20 3 Print Preview 8 i gg 8 88 g 88
13 )
L4 & Print... Crl+P 0 500 0.00 0.00
5] | SendTo v o 000 000 3.00
L6 N properties 0 1.00 0.00 0.00
[z ] = 200 0.00 8.00
g | 1 BExperience.xls 0 200 0.00 400
[19 ] 2 .. \Alternative School Data Request 09-11-07KRB ... 0 10.00 0.00 0.00
|20 3 IDSxls.xls 0 1.00 0.0a 2.00
21 n . 0 5.00 0.00 3.00
Bl 4 G:\Data Requests\J. Simpson -...\state grad rate xls 0 100 0.00 400
[ 23] Exit 0 0.00 0.00 0.00
| 24 (0000000 T00000 ED T00 0.00 0.00 4.00
é'OOOOOOO "0000023 SUP 5.00 0.00 0.00 0.00
E’OOOOOOO "0000024 TRS 6.00 0.00 0.00 5.00
| 27 [0000000 0000025 AD 700 0.00 0.00 9.00
E'OOOOOOO "0000026 AD 8.00 0.00 0.00 0.00
g’OOOOOOO "0000027 AlID 9.00 1.00 0.00 1.00
E_D'OOOOOOO "0000028 BOR 10.00 12.00 0.00 4.00
[ 31 (0000000 0000029 AD 200 0.00 0.00 0.00
| 32 (0000000 0000030 BMC 3.00 1.00 0.00 2500
i’OOOOOOO "0000031 CLK 4.00 10.00 0.00 0.00
i’OOOOOOO "0000032 CLK 5.00 0.00 0.00 1.00
i’OOOOOOO 0000033 CLK 6.00 0.00 0.00 5.00
[ 36 (0000000 ‘0000034 CLK 9.00 0.00 0.00 0.00
i’OOOOOOO "0000035 CNT 7.00 0.00 0.00 3.00 b
i’OOOOOOO "0000036 CLK 4.00 0.00 0.00 0.00
EVOOOOOOO "0000037 FDS 1.00 0.00 0.00 1.00
W < » ni\Sheetl / sheet? / sheet3 / | | ‘
Ready hm
= - 5
.ﬂﬁ.ﬂﬂ'-’ Jé@ @ T [Olcalendar - Mic... | 9 Submission T. 0 Submission T EYWDEE02 DOG... [Nl Qlig 8:32 AM

Step 3. In the “Save as Type” drop down menu, select CSV (Comma delimited)
(*.csv). Browse to the location where you want to save the file and then click
“Save.”

%Ei‘e Edti 4 h;‘;:: (@ pesitop CRa==Ra0 JLSL:
LY MName Size| T. Date Modified [
Distr]| s 51 commin 5 A
2 0000 @ ;gaymr\:zggorwms 1K8 g 8/10/2007 2:53... -
—r Desktop akbreed 1KB S... 5/17/2007 12:4...
'3 /000C
| 410000 e
5 0000 9
160000 ¢
| 7 000q "
'8 [000C
' 9 /000G
10 /000C
11 /000C |
12 /000C
13 /0000
lyOOOC LS —
115 | 000C St 58! 5 Como e ) [ I =
116 (0000000 0000CE: Ea Eam e -0
|17 /0000000 0000CHE=EER 5 w25
/18 0000000 0000016  IPR 1.00
119 /0000000 0000017  OPS 5.00
120 0000000 0000018  PDR 7.00
1« » w\Sheetl [ sheet? / Sheet3 /
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Step 4. Click “OK” when you see the error message below. Then click Yes to
the second error message (not shown).

=]
i8] File Edit View Ireert Format Tocls Data Window Help Type aquestionfor help » - & x
DSH 3OS0 FE % L@y S0 8 b 100% ve [ ¥ 2 s %o |u-0-a- B
iia > A |1 )83 ¥ Reply with Changes... End Review... i
15 v A HIC

A B C [ D | E F | G | =
| 1 |DistrictiD WISEStafflD ExperienceGroupCode  DistrictExperience OtherWYDistrictExperience WYInstitutionalExperience  OutofStatePublicSchoolExperience | OutofStatelns
| 2 (0000000 (0000000 DR
i’OUOUUOU ‘0000001 APR 5.00 000 0.00 3.00
| 4 (0000000 0000002 APR 8.00 0.00 0.00 4.00
| s (0000000 0000003 APR 9.00 0.00 0.00 5.00
| & (0000000 0000004 AsU 1.00 000 0.00 1.00
| 7 (0000000 0000005 EMG 4.00 1.00 0.00 0.00
| & (0000000 0000006 DIR 5.00 200 0.00 0.00
i’OUOUUOU "oo0oo0? 777 3.00 000 0.00 0.00
[ 10 /0000000 (0000008 DIR 4.00 1.00 0.00 0.00
[ 110000000 (0000009 TCH 8.00 200 0.00 0.00
[12 /0000000 (0000010 FDR 9.00 300 0.00 0.00
[13 (0000000 0000011 HTC 1.00 4.00 0.00 2.00
l’OUOUUOU ‘0000012 HTC 20.00 500 0.00 0.00
|15 (0000000 0000013 IHTC ] 0.50 0.00 0.00 3.00
[ 160000000 0000014 [IPR ‘ ¢ Exce Lﬂ 0.00
[ 17 [0000000 0000015 IPR 8.00
| 18 /0000000 /0000015 IPR Ths s e - 4.00
1—9:0000000 :UOOUOW OPS TN« To save onlythe.acive sheet, cick OF: 0.00
| 20 0000000 0000018 PDR 5 L0 tave ol thecks, seve them nchidual using » dFferent il name for each, or choose il type that supports malipe shets. 200
[ 21 [0000000 0000019 PRI 3.00
| 220000000 0000020 PRI 4.00
| 23 (0000000 0000021 PRI 0.70 000 0.00 0.00
| 24 (0000000 (0000022 SED 1.00 000 0.00 4.00
é’OUOUUOU "0000023 SUP 5.00 000 0.00 0.00
| 26 (0000000 0000024 TRS 6.00 0.00 0.00 5.00
| 27 (0000000 0000025 AD 7.00 0.00 0.00 9.00
| 28 (0000000 0000026 AD 8.00 000 0.00 0.00
| 29 (0000000 0000027 AD 9.00 1.00 0.00 1.00
i’OUOUUOU ‘0000028 BDR 10.00 12.00 0.00 4.00
[31 0000000 (0000029 AD 2.00 000 0.00 0.00
[ 32 (0000000 (0000030 BMC 3.00 1.00 0.00 2500
| 33 (0000000 0000031 CLK 4.00 1000 0.00 0.00
| 34 (0000000 (0000032 CLK 5.00 000 0.00 1.00
| 35 (0000000 (0000033 CLK 6.00 000 0.00 5.00
i’OUOUUOU ‘0000034 CLK 9.00 000 0.00 0.00
| 37 (0000000 0000035 CNT 7.00 0.00 0.00 3.00 B
| 38 (0000000 0000036 CLK 4.00 0.00 0.00 0.00
| 39 (0000000 0000037 FDS 1.00 000 0.00 1.00
W« » wh\Sheetl [ Sheet2 / Sheets / | ] |
Ready 0
— =
mﬂ @113 7| [Olcalendar - Mic.., | ©2Submission T... | O Submission T... | BIWDEE02DCG... | 1=] Cj‘id 8:35 AM

SRM Submission

Step 1. Login to the State Report Manager (it will be necessary to coordinate
with the district’s WISE Coordinator to complete this data collection).

o - CRER A1 @ 3~ " Fle Edt View Favorites Tooks Help 4

[
State Report Manager

o
State Report Manager

Welcome ta the Wyoming State Report Manager

Username: ||

Password

&l Done 5 @ Inermet
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Step 2. Click on the “Run a Trial” link next to the desired collection.

¢~ SRM: District 0801000 - Windows Internet Explorer, [BEIET

(<]

Fle Edit View Fovorites Took Help

@3convert - [ Select

[ e—— eTre—— & ][4 [ 2

Google | v|Asewc - @D D B - Share - @1+ [ Sidewiki ~ | P Check - (33 Translake ~ o] AutoRil = 40 &, - ()signIn -
| S - [0 wes seaRcH e @D- O - &- Q- i |4 ig53
@ & [ srm Dsice caoioon ] | M - E) - |rpage - € Took -
o cse solutions Groun
State Report Manager
occut: Susan Kruss Need Help?
Home > District 0801000
Welcome to the Wyoming Department of Education State Report Manager
'WDE has identified the following state reports. Please select a state report by clicking on a name below:
Current State Reports
Hame Collection Start Date  Due Date Trial Name  Trial Date Submission Status
SifCheck - Filtered WDEG00 SIF Objects for 2010 Aug 15, 2009 Run 3 Trial
SifCheck - Filtered WDEGES5 SIF Objects for 2010 Aug 15, 2000 Run 3 Trial
SifChack - Unfitered WDESES SIF Objacts Aug 15, 2000 Run a Trial
SifCheck - WDEGOO far SIF Admins Aug 15, 2009 Run a Trial
Siftheck - WDESSS for SIF Admins Aug 15, 2009 Run a Trial
WDEG38 Course Inventory (2009-2010) Oct 15, 2009 Run 3 Trial
WDES8S Uncertified TCS Sep 1, 2000 Run a Trial
| WDESS2 Staff Employment, Assignments, and Experience (May 2010)  May 17, 2010 Ju 010 Run a Trial
WDESD0 Attendance and Membership (Jun 2010} Jun 1, 2010 010 Run a Trial
WDE#25 Special Education (Nov 2009) Nov 2, 2009 713Y2000  sent Trial 11-13-2009 4:37pm  SENT
WDES02 Salary Schedule (Oct 2000) Oct 1, 2009 Oct 27, 2000 Sent Trial 10-21-2000 1:02pm  SENT
WDES02 Staff Employment, Assignments, and Experience (Oct 2009)  Oct 1, 2009 Oct 27,2000 Sent Trial 12-14-2000 3:55pm  SENT
WDES84 Teacher/Course/Student (Oct 2009) Oct 1, 2009 Oct 16,2009  Sent Trial 12-10-2009 1:04pm  SENT
WDE-427 June 2009 Special Education May 18, 2009 Jun 12,2009  Sent Tral 06-12-2008 9:13am  SENT
i
| @ rtermet 00 -

Step 3a. In the WDE602 you will click on “Preload” to import data from last
yvear’s WDE652. This data will include your newly updated experience files. It
will also eliminate any persons who separated from your district in the
previous year. You will only need to preload the first time you enter the
SRM. Once files are preloaded you will save them to your hard drive and
update the files.

(F SRM: Import Source Data - Windows Internet Explorer

= F i %
Q | adcsrm01:E050 /st cted/import.d —dis, CurrentRsportManifest Id=: 2|42 [2¢] [#E Live s ||2]|-
File Edit  Wiew Fsvorites Tools  Help .
x & - |Searchweb.. (R 1~ @ - - .- @ -
S Favorkes | 9 & ted Sites @] Free Hotmail @] ek 5| - & myese (D Powersource
= = — - »
(€ SRM: Tmport Source Data o - B | deh - Page - Safety + Took » @@+
2 ese solunions Group
State Report Manager
Need Help?
Home > WDES02 Salary Schedule (Oct 2002) > IMmport Source Data
Please select how we wil receive your data:
" Preload - Preload the trial with records from the state's data warehouse.
" upload — Upload text files.
% Local intranet 45 | ®ioow -
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Step 3b. In the WDE652 once you click the “Run a Trial” link you will be
taken to an upload page where you can browse your hard drive to find your
updated Employment, Assignment, Experience and Education files. Once all

four files have been selected the “Import” link will be highlighted and the
files can be plade. N

(<]

load tab-delmitad (.TXT) or comma-separated (.CSV) fles. If a fila & large,

Step 3b2. After the Import link is clicked in the WDE652 the SRM will run its

initial error checks on your data. Errors will need to be corrected in order to
certify your data and send it to the WDE.

(= SRM: WDEE52 Staff Employment, Assignments, and Experience (May 2010) - Windews Internet Explorer

= & ][4 ][ 2l

S seerch - @ D o D Eshere- B - [ Sdowii + | " Check - 58] Transate - ] AukoRil - 5 & -
wes seARcH & maees [ - B - B - € -

State Report Manager

sgout: s Nesd Heip?
Home > District 0301000 > WIDE652 Staff i and Experi (May 2010)
Latest Trial
Generated: processing...
Executing WDE-652 Staff Experience Rules

Submitted: This state report has not yet been sent to WDE.
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Downloading Files to your Hard Drive
Files can be downloaded after data is preloaded for the WDE602. You will
also need to download your data if you have made corrections in the SRM and

not the WDE602/652 files on your hard drive.

Step 1. Click the “Download” link.

State Report Manager

Logout: Ann-Marie Trujilo
Home > Trials for WDE-602 October 2007 Staff Employment, Assignments, and Experience

Saved Triak 2006-07 Data

%

Erors {0 Records (4) Reports

Generated: 09-10-2007 2:08pm

; [ Oomio=d | [ Deict= J Wamings (0)
Submitted Trial: This state report has not yet been sent to WDE.
(@ @ nternet #o100% -

Step 2. On the pop-up screen, click on the “Open” button.

~

' o isesikitons ooy
) State Report Manager

Logout: Ann-Harie Trujilo

H Trials for WDE-602 October 2007 Sta Y
e File Download Fz\

Do you want te open or save this file?

. @‘— Name: AlRecords.zip
Saved Trial: 2006 07 Data \—, Type: Compressed (zipped) Folder, 1014 bytes

From: adcsrm01.espsg.com

Generated: 09-10-2007 2:08pm

[ Opm J[ Save ][ Cocel | Records (4) Reports

€ ED) T €I

I a 1 ‘while files from the Internet can be useful, some files can potentially
0 harm your computer. |f you do not trust the source, do not open o
© save this fle. Whal's the risk?

Submitted Trial: 1his state report has ng

[ @ mntemer 100 -

‘i}. Downloading from site: http: [fadcsrm01, espsg.com: 8080/stm|protected/downloadTrial dotrialld=1333
pp——— e ——————
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Step 3. Copy all the files in this folder and paste them in a different location

that is convenient for you.

Bl AlIRecords[1]

Eile Tools Help

O Back

Edit  Wiew

©

Favorites

¥

p Search HE"

Folders

address |3 CiDocuments and Settingsiskruseilocal Settings\Temporary Internet FilesiContent, IES1 11641 CRZVAIRecords[ 1], zip

)

Folder Tasks

[Z] Extract all files o

Other Places

T 16410
=} My Documents
g My Metwork Places

Details

%)

%)

Staffassignme StaffEducation StaffEmpla,..

ﬁ;':‘

StaffExpeti...

Upload Revised Files

Step 1. Login into the SRM.

Click on the appropriate “Latest Trial” link.

= E S 8
Ele  Edt  Vew Favortes ook  felp
&corwert + [ select
Go glc‘ »‘-,'l Search v G0 < D o @ Eshare s B | Sdewiki - % Check -+ a Translats - (] autoril - G0 &+ @) sknin
| B! - [ weesEARCH | i Myapes | O - ) - B - W) - j* 4 &5

W ‘bsn ; District 0101000

B - 6 - [Fae - @hrees e T

Legouts Susan Kruse
Home > District 0101000

Current State Reports

Name
SifCheck - WDE60O for SIF Admins
SifCheck - WDEGSS for SIF Admins
'WDEG638 Course Inventory (2009-2010)
WDEGE5 Uncertified TCS

WDE652 Staff and (May 2010}
WDES00 Attendance and Membership (Jun 2010)

WDE425 Specal Education (Nov 2008)

WDES02 Salary Schedule (Oct 2009)

WDE602 Staff and (oct 2009)

WDE684 Teacher/Course/Student (Oct 2008)
WDE-427 Juns 2009 Spacial Education

Collection Start Date
Aug 15, 2009
Aug 15, 2009
oct 15, 2009
Sep 1, 2009
May 17, 2010
Jun 1, 2010
Hov 2, 2009
Oct 1, 2009
Oct 1, 2009
Oct 1, 2000
May 18, 2009

Welcome to the Wyoming Department of Education State Report Manager
WDE has identified the folowing state reports. Please select a state report by clicking on a namae below:

Due Date

Oct 16, 2009
Jun 12, 2009

n a Trial
Latest Trial
Run a Trial
Bun 3 Trial
Run a Trial
Run a Trial
Bun a Trial
Run a Trial

Fo s st
State Report Manager

biesd Heip?

Submission Status

03-17-2010 10:14am  NOT SENT

@ Intermet Hi00% -
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Step 2. Click on the “New Trial” button.

WDE652 Staff E

yment, Assigns

i

. |[»]-
Ele Bt Wew Favortes Toos  Help

@convert - B9 Select

Google «\-‘] search ~ gD * D o P~ Eshare~ Sh- Sidewiki = 8 Check -+ (& Translate = | autoril = 40 w4 v siann <
| oI (o WEE SEARCH e T = G R R T | o) (§83
S a8 Rt wokesz staff Enmploviet, assiannents, snd €. ||

R - B - dh - [C}eage - & Took -

State Report Manager

Loaguts Sussn Kruse

Heme > District 0101000 > Staff i

nisad valo?
and Experience (May 2010)

Latest Trial

Generated: 03-17-2010 10:14am

Errors (307)
Warnings (261)

Submitted: This state report has not yet been sent to WDE.

Done.

@ nternet S00% -
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Step 3. Click on each “Browse” button. Find the appropriate file and double

click on it to move it into the browser. After you have a file in each area, click
the “Import” button.

w8l

EBle Edit yew Favortes Iools  Help

[[2]-
@ convert  + [0 Select:
e v| 2 seach - @0 - D o - | Eshare- B [ sidewki - | W Check - 8ol Translate - T AutoRil - 5 € - (0signin -
wee search 5 myaees [ - €3 - g - ) - S

* |y @
[~

fir - B - & - [rRage - ChTaols - T

State Report Manager

Maad viaio?
and Experience (May 2010) > IMPOrt Source Data

Please upload your data files. You can upload tab-delimited (. TXT) or comma-separated (.CSW) fles. If a fle is large, you may zip It first. Uploaded files must be smaller than 20 MB
Select File to upload (StaffAssignment):

[ |[ Browee... |
Select File to upload (StaffEmployment): [ || Browsa . |
select File to upload (StaffExperience): [ || Browse... |
Select File to upload (StaffEducation): [ |

|| Browse.

- N

[oere

@ Internet Foow -

Step 4. Watch the blue bar expand as the data files are being uploaded.

= SRM: WDE652 Staff Employment, Assignments, and Experience (May 2010) - Windows Internet Explorer

@:,v‘é KiZ oy IserTriek =& [*][x

Ele Edt Vew Favortes Tooks Hep

@yconvert + [ select

Google | v search - @ - O cpr @ Bsheres Bv [ sidewid - P Check - B8] Transiate - o] AutoFil - 5 &, - (signIn v
| S!- [0 wes seARGH Eweees - @ - - 9 - | @
w R Igsmwnzaszsmrrsmpluyment. pssignments, and ... liw B - B & - reege - @Todks - T

51 Solutions Group
State Report Manager

Home > District 0101000 > WIDE652 Staff

Nesd Holp?
and Experi (May 2010)

Latest Trial

Generated: processing... I
Executing WDE-652 Staff Experience Rules
Submitted: This state report has not yet been sent to WDE. ‘

[
[

& Internet 1000 -
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Step 5. The screen below will appear once the data files have been uploaded
into the SRM. The latest “trial” or latest data files will always be listed on

top.
State Report Manager

Logout: Ann-Mare Trujile

Home > Trials for WDE-602 October 2007 Staff Employment, Assignments, and Experience

CiD

Latest Trial

Generated: 09-10-2007 3:50pm
‘@ [ Downioed | [ Dciete ]

Saved Trial: 2006-07 Data

Generated: 09-10-2007 2:08pm

 save ] vowniad ] [ ote | S
Submitted Triak This state report has not yet been sent to WDE.
Done D a Internet H oo v

Check/Correct Errors in Data
Step 1. Click on the “Errors (#)” or “Warnings (#)” link.

mq L T —
State Report Manager

Loaout: Arm-Mare Trufle

tome > Trials for WDE-602 October 2007 Staff Employment, Assi and Experience

Cid

Latest Trial

Generated: 09-10-2007 3:50pm
Errors (0 Records {5)
[ sove T vl | Do J ‘ Warmings (0

Saved Triak 2006-07 Data

Generated: 09-10-1007 2:08pm

oD [ o i Faec

Wamings (0

Submitted Triak: This state report has not yet been sent to WDE.

(4 @ nceenet #i00% -
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Step 2. The left-hand side lists the data files that were uploaded. The center

area lists the different Errors and Warnings found in the data files. The right-
hand side lists the different reports available for these data files. Click on the
individual error/warning links in the center of the page.

/= SRM: Latest Trial - Windows Internet Explorer

Go- e .

fie EdE Yew Fa
@convert - [ Select

i) x

Google ‘ - ‘ 2 search - ¢ G0 - D e @ - | Eshare- B - L Sidewiki | W Check -+ [8a) Translate + | AutaPil - 4 &, - () Signin
| oI - (o WEB SEARCH [T o = R T B+ TR + |4 55
gt | @ R Latest Tri = - B v [hease - @3Took -
State Report Manager
Hand bslp?
Heme > District 0101000 > WOESS2 Staff Enployment, Assianments, snd Experisnce (May 2010) > Latest Trial
Generated 03-17-2010 1:08pm.
Records violations Reports
StaffAssionments 135 Emors Violations Summary (MS Excel)
= e orRule - Too many problems for a rule L Error ——————
1 R4Z1Z. BaseSalary must be 0 43 Errors danmante brofassionsl Seatt
R4225 - ExperienceGroupCode is not valid L Error S p——
R4228 - must be zero for 5 Erors .
R4301 - BaseschoollD s not vald o Erars
- 8 Erors
R4310 - StaffDateOMBith or StaffGender does not makch WISESEffID. 100+ Errors
R4712 - Staff experlence record does not have a corresponding staff assignment record 26 Errors
B4713 - Staff 12cord does not have a taff experience record 15 Errars
R4916 - Invalid format for GPA 1 Eror
R4917 - Invalid GPA L Error
R4921 - Missing BachalorDegres 2 Erors
R4922 - Missing MasterDearee 3 Errars
[4923 - Missing MasterDeqreel L Enar
£4924 - Missing an education record for the staff mamber 15 Errars
R4926 - Missing Dearee in education fie 18 Errors
R4927 - Missing Daars in_2ducation fi 17 Errars
r 3 Errors
1 Error
LEmor
1 Eror
Warnings
TooManyProblemsForRule - Too many problems for a rule 2 Warnings &

Step 3. Click the “View” link to get more information on a particular
error/warning.

State Report Manager

Logout: Ann-Marie Trujilo
Home > WDE-602 October 2007 Salary Schedule > 2006-07 Data > 602SalaryScheduleHeader T_s violating R6205

TG e 0025alaryScheduleHeader_T_s Violating R6205 Jid

Rule R6205: Schedule Days must be between 1 and 260 days.

Schedule Days must be between 1 and 260 days.

Showing 1-1 of 1 Page | 1]of 1[&] Rows per page: |50 ¥
Show Search Fields to search for items in the list.

Violations  DistrictID *  ScheduleID  ScheduleName

' view 1 1101000 T

ScheduleDays

Teacher Schedule 275

Done

:] 0 Internet

®00% -
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Step 4. The item highlighted in yellow contains the error/warning. And a
definition of the error/warning appears under the definition header.

® You are viewing: Josh Goodman's Application @

{7 SRM: Schedule T - Windows Internet Explorer provided by Yah

- hitp:jfadcsrm01 . espsg. com:8080/srmfprotectedfshow. dottrialld=1 i e=6025alarySd T_sof ¥ || $2|| X ¥ P~
P Psg. P VPt ¥ )

v v‘ Q‘IWeb Search «» [G Bookmarks + [ settings~ | B News ~ @ Food + #¥mal ~ @My vahoo! + | @ Yahoo! Anti-Spyr »

W |23 | @ webkx Chert Entry | @ sRon: schedule T x|~ N i - [:FPage - £F Took -

State Report Manager

Logout: Ann-Marie Trujil
Home > WDE-602 October 2007 Salary Schedule > 2006-07 Dats > 6025alaryScheduleteader T s violating R6205 > Schedule T

Element Value Type Rule Definition
DistrictlD 1101000 Error R6205  Schedule Days must be between 1 and 260 days.
SchedulelD T Schedufle Days must be between I and 260 days.

Teacher

ScheduleName Schedule

ScheduleDays 275

(4 @ internet &, 100%

l & WebEx Client ... ﬁ

Step 5a. For the Salary files, please make your correction offline and upload

the new Salary files.
e T T E e D oG EE@

5 Microsoft Excel - 602SalaryScheduleHeader_T_ [Read-Only] El=B)
) Fle Edt Vew Insert Fomet Tools Data Window Help WebEx Type a question ferhelp = - B X

RN - METPE WEWE X AR W
HL -0 -|B 7 U|
D2 >y X & 205

A [ B [ ¢ b ] e [ F [ 6 [ H [ 1 [ o [ kK [ ¢t [ M [ NTo0oF
DistrictlD  Schedulell Scheduleh ScheduleDays 3
1101000 T Teacher S

[l ]l ]~

o

=}

o

=

o

=

=

@™

@

wwfm | malromlr s rafro e
=|8|6 o5 k| B G| = |e

oy
s}

Ed -
i« » n)\ 6025alaryScheduleHeader_T_/ |« | |

Edit
EEEEE

) sereen shots.d.., l & WebEx Client ...
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Step 5b. For the Staff files either make the corrections offline similar to Step
5a or make the corrections within the SRM. To edit online, please proceed to
Step 1 under “Edit Data Online.”

Edit Data Online

Step 1. Go back to the screen below. In the center of the page under the
Violations header, click on the data file that needs a correction.

Windows Internet Explorer,

@@ ~ | Metpscmcapp k12

wy us:B443/srmprotectedjtriallndex. dotriald=4741

A8 |

Fie Edt Vew Favorites Iook

Econvert - B select

Help

Google ‘

| [ 1Aa-] WEB SEARCH

5 My Apps

seach > g2~ @ e~ Q- B sharer S~
R R

"% Check - 39 Translate + B AutoFil = 4/

€ v (s -

& |4 (§0y

W [@SRM: Latest Trial lil fi - B kpage - ) Took - ¥
~
@ s Soluion Group
State Report Manager
Logout: Susan Kruse Heed Help?
Home > District 0101000 > WDE652 Staff 2nd Experience (May 2010) > Latest Trial
Generated 03-17-2010 1:08pm.
Records Violations Reports
StaffAssignments 135 Errors Violations Summary (MS Excel
Staffmployments 135 TooManyProblemsForRule - Tao many problems for a rule 1 Error Assianments: All Staff (PDE:
StaffExperiences 135 e — Assignments: Classified Staff (PDF’
StaffEducations 1 R421 - BaseSalary must be 0 43 Brrors Assignments: Professional Staff (PDF:
R4225 - ExperienceGroupCode is not valid. 1 Error Exgerience: Al Staff (PDE
R4228 - AnnualHours must be zero for non-Classified 5 Errors ETE: All Staff (PDF
R4232 - AssignmentCode is not valid 8 Errors Separated Staff Mermbers (PDF
R4301 - BaseSchoollD is not valid 8 Errors
R4304 - Invalid SchoollD 8 Errors
R4310 - StaffDateOfBirth or StaffGender does not match WISESEfID. 100+ Erors
R4712 - Staff experience record does not have a corresponding staff 26 Errors
R4713 - Staff record does not have 3 staff 15 Errors
R4916 - Invalid format for GPA 1 Error
R491 GPA 1 Emor
R4821 - Missing BachelorDegree1 2 Errors
R4922 - Missing MasterDeqreel 3 Errors
1 R4923 - Missing MasterDeqreel 1 Error
R4924 - Missing an education record for the staff member 15 Errors
R4926 - Missing Dearee information in education fie 18 Errors
R4927 - Missing Degree information in education file 17 Errors
R4928 - PraxislTest2 can only be alowed if PraxislITestl fields are not nul 3 Errors
R4931 - Invalid PraxislITestContentAreaCode 1 Error
R4933 - Invalid PraxislITestResults 1 Error
R4933 - Invalid character in PraxisliTestAdministered 1 Error
Warnings
TooManyProblemsForRule - Too many problems for 3 rule 2
https:/fcwcapp k12.wy Dt DateOfBirth; affi @ mternet F100% -
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Step 2. Click the “View” link on the record that needs correcting.

™

Logouts Ann-Marie Trufilo

Showing 1-2 of 2

View 0

=
I

0 1001019

Show Search Fields to search for items in the list.
Violations ~ WISESEaffID *
1001019

State Report Manager

Home > WDE-602 October 2007 Staff Emplovment, Assignments, and Experience > Latest Trial > All StaffAssignments

Page

Rows per page: 50 ¥|

SchoollD  AssignmentCode TeacherType EmployeeClass
1101056  SPA Support Professional
1101057 SPA Support Professional

D 0 Internet

¥, 100%

Step 3. Click the “Edit” link.

Internet Explorer

o id orueTent | G |[42][ % |l
Elo Edt Vew Favortes Tooks Help
@yconvert + PR Select
Google v M search - gD - D A D - Sidewibi = 45 Check + (8] Trandlate + ] AutoFil - 40 ) Sign In -
| oI - [0 wessearci | [ My Apps Wy - - |4 @y

o o \gsw.muzmwc;

| m- e

i v | Page = [} Taols = =]

Legiout: Sussn Kruse

Home > District 0103000 » WOES52 Staff Empl

ts, and Experience (May 2010) > Latest Trial >

State Report Manager

MNesd Halp?
vislating 4225 > 1002279 (HTC)

| Gt g Delain Y Daleta & Reveiidetn J
El

StaffLastName
ExperienceGroupCode
DistrictExperience

OtherW YDistrictExperience
‘WYInstitutionalExperience
OutofstataPublicchoolExperience
OutofStatelnstitutionaExperience
WYNenPublicschoolProfessional
OutofStateNonPublicSchoolProfessianal

value
0101000
1002279
HULSE
ARIANNA
HTC
5.67
112

0

12
5.67

0

0

Type Rule pefinition

Warning ~ R4109 StaffFirstName and Stafflastiame do not match WISESEaFD.
The of and St W does not match the lst makained by WDE. The record for the Staff ID
& (ID=1002279, Name=STEPHEN HENRY WHITE, BithDate=09/01/1949, Gender=i).

Errar R4225 ExperienceGroupCode is not vald.

ExperienceGroupCode does not match any of the known experkence group codes.

StaffEmployments
staffAssanments
StaffEducations

|

@ Internet oo -
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Step 4. Make the necessary corrections and click the “Save” button. Once all
on line corrections are completed click the “Save and Revalidate” button to
rerun the error check. To undo any changes made, click the “Cancel” button.

K12,y U v 2573 N EAIES |[2]-
e Edt  Vew Favortes Tools  Help
&y conwert - [ selact

Google | | SR seorh - g0 D e @ Esherr B | Sewi - 8 Cherk - 4a Translabe ] dutorl < 40 ) sign tn -
&I - [0 WER sEARCH wmyaees - 3 - @ - |4 (g82
W @ | @ sem: Ede 1002279 (HTC) I | i~ B - dwh - |5} Page - &k Took -
State Report Manager
Loasuts Susen Kruse Dasd Haig?
Home > District 0101000 > WOEGS52 Staff Employment, Assianments, and Experience (May 2010) > Latest Trisl > StaffExperiences violating R4225 > 1002278 (HTC) > Edit 1002279 (HTC)
Remermber to also update tudent Information System.
Element value
DistrictID [0101000 1
WISEStaffiD | 1002279 |
staffFirstiame [HuLse
StaffLasthlame | ARIANNA
ExperienceGroupCode * [HTe ]
DistrictExperience * [s.67 |
OtherVYDistrictExperience [z ]
W¥InstiutionalExperience “ [0 ]
OutofStatePublicSchooExperience ¢ [z ]
OutofStatelnstitutionalExperience “ [s.87 ]
WYNanPublicschaolProfessional “ [o ]
outofstatenonPublicschoolProfessional = [g ]
(* = required)
I @ triemet oo -

Step 5. Click on the staff file links to move between an employee’s
Employment, Assignment, Experience and Education file.

indows Internet Explorer

& - (el 12wy 21257 > & |[+][x
File Edt Wiew Favorites Tools  Help

@ycoment - PRselect

Google

P search v gD @ g - Shars = Sh - Sidewiki + 2P Check v (33| Translats ~ ] AukoRil = A0 i sign I+

| S!- [0 wes seARcH B mvens |- O - - € - j+ | @3

W g | @sam s0nezrs 1) = - B & - [sheags - G Todk -
o 50 sohsions Group
State Report Manager
sgout: Susan Kruss tisd sip?
Home > District 0101000 > WDE652 Staff and Experience (May 2010) > Latest Trial > violating R4225 > 1002279 (HTC)
[ e X oelete ]
Element Value
f— 0101000 Changes have been made sice the kst validation. The following violations may no longer apply.
‘WISEStaffID 1002279
StaffFirstiiame HULSE Type i) Dt i)
StaffLastName ARIANNA ‘Warning R4109 StaffFirstame and StaffLastName do not match WISEStaffID.
——— s The i of ; and Name does not match the ist maitained by WDE. The record for the Staff ID
2 2 & (ID=1002279, Name=STEPHEN HENRY WHITE, BithDate=09/01/1949, Gender=m).
LRSI 2ol Error R4225 ExperienceGroupCode is not valid.
OtherWyDistrictExperience 112 ExperienceGroupCode does not match any of the known exerience aroup codes.
WYInstitutionalExperience 0
OutofstatePublicSchoolExperience 1.12 StaffEmplovments
OutofStatelnstitutionalExperience 5.67 Staffassignments
‘WYNonPublicSchoolProfassional 0 StaffEducations
OutofStateNonPublicSchoalProfessional 0
||
| @ Intornet o -
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Send to WDE

Step 1. The submission process is the same for the salary and staff files.
Salary files must be uploaded and sent to the WDE before staff files will be
accepted.

Go into latest trial, make sure that all errors have been corrected and
warnings have been looked over.

State Report Manager

Logout: Ann-Marie Trujilo
Home > Trials for WDE-602 October 2007 Salary Schedule I

Latest Trial

Generated: 09-10-2007 3:50pm

Records (5) Reports

o EEo

Saved Triak: 2006-07 Data

Generated: 09-10-2007 2:08pm

Errors {0 Records (4]
 save ] Downkad | € wamngs (0

Submitted Triak This state report has not yet been sent to WDE.

Done D G Internet Hioo%w -
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Step 2. Click the blue “Send to WDE” button.

@ T T
State Report Manager

Logout: Ann-Marie Trujilo

| Home > Trials for WDE-602 October 2007 Salary Schedule I

CiD

Latest Trial
Generated: 09-10-2007 3:50pm
Reports

[ sove Y Dowsioud  sexdtowne J oot )

Saved Trial: 2006-07 Data

Generated: 09-10-2007 2:08pm

Records (4]

 save ] vownioad | [ ooete |
Submitted Triak This state report has not yet been sent to WDE.
Done E] ﬁ Internet H o0 v

Step 3. Name this item in the white box, click in the certification box, and
then click the “Send to WDE” button.

State Report Manager

Logout: Ann-Mare Trujilo
Home > Send to WDE

Tl ame:

¥ 1 certify that this trial Is accurate and can be sent to the Wyeming Department of Education. This action cannot be revoked.

[ @ mnterne: ®oo0% -
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Appendix 4: Data Corrections and Newspaper Report

Timeline

-

Corr&@#tion
Prockess

WDE sends
districts potential
errors and the
Potential
Misassignment
Report via e-mail

District sends WDE

Will
corrections be
made?

District makes
necessary
corrections within
| .CSV files
Yes District uploads
revised .CSV files
into State Report

v

why errors cannot be
fixed

v

Manager (SRM)

District certifies
revised .CSV files
to WDE in SRM

Y

District notifies
WDE that
resubmission is

Octo?er 28, f009 - flovemfer 26, ‘2009

!

WDE posts Newspaper

complete
Are there

Adbdaviiai 4b A .4 A 4
corrections?

» Reports on WDE
Fusion portal
Districts need to go to
http://

fusion.edu.wyoming.gov

Enter in your username/
password and click ‘OK’

Click on “Data
Collection” tab

r

Click on “Newspaper
Reports”

W w

March 15, 2010 — March 31, 201
A R S W S
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